Appendix B

Forms




Sample Form

INTERLIBRARY LENDING POLICY

Interlibrary lending address:

Effective Date

Photoduplication address:

Telephone

NUC symbol

OCLC symbol

MONOGRAPHS
Lend if in print? Yes

No

Length of loan

Fee for lending

Renewable
PERIODICALS
Lend? Yes No _
Lend if article exceeds
pages

Lend if illustrated

Length of loan

Renewable

Will photocopy if under
pages

GOVERNMENT PUBLICATIONS
Lend? Yes No
Us

Depos. since

UN

State

Local

ERIC

NTIS

Other

NEWSPAPERS ON MICROFILM
Lend? Yes No

No. of reels

Length of loan

OTHER MICROFORMS
Lend? Yes
Film

No

Fiche

Card

Length of 1loan

AUDIOVISUAL MATERIALS
Lend? Yes No

Types available

MASTER’S THESES
None available

Lend? Yes No

Length of loan

Renewable

Microfilm available from:
Our library

University Microfilms ONLY
since:

DISSERTATIONS
None available

Lend? Yes No

Length of loan

Renewable

Microfilm available from:
Our library

University Microfilms ONLY
since:

GENEALOGY/LOCAL HISTORY
Lend? Yes No

Length of loan

Renewable

REFERENCE BOOKS
Lend? Yes No

Length of loan

Renewable
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INTERLIBRARY LENDING POLICY Sample Form cont'd.

PHOTOGRAPHIC SERVICES

Photocopies from paper
Charge per exposure

No charge up to

exposures
Minimum charge

Handling charge

Estimates given

Photocopies from microforms
Charge per exposure

No charge up to

exposures
Minimum charge

Handling charge

Estimates given

Microform reproduction
Film to film

Charge per reel

Minimum charge

Fiche to fiche

Charge per fiche

Minimum charge

Microfilming (Negative)
Available? Yes No

Specify

BILLING PROCEDURE
Invoiced with materisl

Invoiced on ILL form

Invoiced on OCLC

Deposit account

Payment in advance

Cumulative billing

DELIVERY METHODS
U.S. mail

Charge? Yes No

State Courier Service

Courier no.

Charge? Yes No

Other

SERIALS LIST AVAILABLE
Paper copy Fiche
Cost

Order from:

CONTRIBUTE TO UNION LISTS

O0CLC since
Retrospective conversion:
Yes No
Completed? Yes No

NCUC

Other

ILL PERSONNEL

OCLC ILL OFFICE HOURS
Receive requests?
Yes No
Send requests? LIBRARY HOURS
Yes No

ELECTRONIC MAIL
Specify

ILL SERVICE SUSPENDED FROM

SPECIAL CONDITIONS/RESTRICTIONS
Specify

TO

REMARKS
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ALA FORM EAMPLE

This reapresentsa the firat page of a four
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MICHIGAN TELEFAX NETWORK ILL/DD REQUEST FORM
0.K. TO BILL:___NO. YES. IF REQUEST IS FROM A ROC TO LOM, PLS SUPPLY:

ROC SYMBOL

LIBRARY SYMBOL

A request Request for O LOAN or O PHOTOCOPY
Date of request Not needed after. Requester’s order no. According to the A.LA. Interlibrary Loan Code
CALL NO. REPORTS: Checked by
SENTBY: OO Libraryrate O
Charges$ ' Insuredfor$
Date sent
DUE
RESTRICTIONS: O For use in library only
For use of Status Dept. O Copying not permitted CJ
Book author: OR periodical title, vol. and date
O In use
NOT SENT BECAUSE: 0 Not Owned
Book Title, edition, place, year series: OR periodical article author, title, pages. ] This edition only 0 Non Circulating
O Requestof
Estimated Costof: (I Microfilm
Verified in: OR: item cited in O Hard copy
ISBN, OR ISSN, or LC card, or OCLC, or other number if known BORROWING LIBRARY RECORD:
If non-circulating, & cost does not exceed § please supply O Microfilm OJ Hard copy Date received
Date returned
INTERLIBRARY LOANS gzsge Library sate [
LIBRARY OF MICHIGAN enclosed$ ________ Insuredfor$
P.O. BOX 30007
RENEWALS: O No renewals
LANSING, MI 48909
Requested on
Renewed to -
ies with X (or period of renewal)
RDeqijgét(éfg)‘p(l}lszj:l::zes (CCG) AUTHORIZED BY.: {full name} Nole: the recewng bibeary assumes responsibikly for notilxcation of non-recept.
O other provisions of copyright law (CCL) TITLE
1. TELEFAX NO: [1 DO NOT REFER.
2. OFFICE NO: [1 PLEASE REFER:
3. PLEASE SEND BY TELEFAX, WITHIN: » FAX NO.

(OCLC SYMBOL)
ONE WEEK (5 WORKING DAYS)

, FAX NO.
TWO (2) WORKING DAYS (OCLC symBoL)

24 HOURS (PLEASE CALL AHEAD)

THREE (3) HOURS (PLEASE CALL AHEAD)
4. 0.K. TO DELIVER BY REGULAR MAIL
5. ‘O.K. TO DELIVER BY REGULAR COURIER

6. COMMENTS (SPECIAL INSTRUCTIONS)




MICHIGAN TELEFAX NETWORK ILL/DD REQUEST FORM

0.K. TO BILL: NO. YES.

1F REQUEST IS FROM A ROC TO LOM, PLS SUPPLY:

ROC SYMBOL

LIBRARY SYMBOL

ATTACH OCLC WORKFORM HERE

1. TELEFAX NO:

[ DO NOT REFER.

{) PLEASE REFER:

, FAX NO.

(OCLC SYMBOL)

,» FAX NO.

(OCLC SYMBOL)

2. OFFICE NO:
3. PLEASE SEND BY TELEFAX, WITHIN:
ONE WEEK (5 WORKING DAYS)
TWO (2) WORKING DAYS
24 HOURS (PLEASE CALL AHEAD)
THREE (3) HQURS (PLEASE CALL AHEAD)
4. 0.K. TO DELIVER BY REGULAR MAIL
5. .O.K. TO DELIVER BY REGULAR COURIER

6. COMMENTS (SPECIAL INSTRUCTIONS)




MICHIGAN TELEFAX NETWORK ILL/DD REQUEST FORM

0.X. TO BILL: NO. YES. IF REQUEST 1S FROM A ROC TO LOM, PLS SUPPLY:

ROC SYMBOL

LIBRARY SYMBOL

ILi: NEW Borrower: EEM ReaDate: 838217 Status: PENDING

OCLC: NeedBefore: RecDate: RenewalRea:

Lender: DueDate: NewDueDate:
CALLNO: -
AUTHOR:

TITLE:

EDITION:

IMPRINT:

ARTICLE::

VOL: NO: DRTE: FAGES:
VERIFIED:

PATRON:

SHIP TO:

BILL TO: same

2 SHIF VIA: MAXCOST: CORPYRT COMPLIANCE:
BORROWING NOTES:

LENDING CHRRGES: DATE SHIPPED: SHIP INSURANCE:
LENDING RESTRICTIONS:

LENDING NOTES:

RETURN TO:

RETURN VIA:

RETURNED VIA: RETURNED DATE: INSURANCE:

e O
LM~ OVUODODND U W -

el
VoOoNOVWU &

ocLe

1. TELEFAX NO: __ [0 DO NOT REFER.

2. OFFICE NO: {] PLEASE REFER:

3. PLEASE SEND BY TELEFAX, WITHIN: , FAX NO.

(OCLC SYMBOL)
ONE WEEK (5 WORKING DAYS)
, FAX NO.

TWO (2) WORKING DAYS (OCLC SYMBOL)
24 HOURS (PLEASE CALL AHEAD)
THREE (3) HOURS (PLEASE CALL AHEAD)

4. O.K. TO DELIVER BY REGULAR MAIL

5. 0.K. TO DELIVER BY REGULAR COURIER

6. COMMENTS (SPECIAL INSTRUCTIONS)




FROM

m1onL

LIBRARY RATE

TO
INTERLIBRARY LOAN
DELTA COLLEGE LIBRARY
UNIVERSITY CENTER, MI
48710

RETURN POSTAGE GUARANTEED ADDRESS CORRECTION REQUIRED
MAY BE OPENED FOR POSTAL INSPECTION IF NECESSARY

PARCEL POST . EXPRESS COLLECT
PREINSURED ... EXPRESS PREPAID
S . VALUE

THE LIBRARY NETWORK
Interloan Department
33030 Van Born Road

Wayne Mi 48184

LIBRARY RATE

TO:

INTERLIBRARY LOAN
ROCHESTER HILLS PUBLIC LIBRARY
500 OLDE TOWNE ROAD
ROCHESTER, MI 48307-2043

RETURN POSTAGE GUARANTEED-ADDRESS CORRECTION REQUESTED

MAY BE OPENED FOR POSTAL INSPECTION IF NECESSARY

Parcel Post Express Collect
Preinsured . Express Prepaid

Value



Contents: LIBRARY MATERIALS  ““(inrantetd

INTERLIBRARY LOAN

OAKLAND UNIVERSITY

LIBRARY

ROCHESTER, MICHIGAN
48309-4401

1 3

FARMINGTON COMMUNITY LIBRARY
Interlibrary Loan
32737 West Twelve Mile Road
Farmington Hills, M| 48334-3302




